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PCGenesis Certified/Classified Personnel Information (CP1) System Operations Guide

Overview

Maintaining CPI description codes includes adding, updating, uploading, and displaying the Description
codes, and printing the CPI Description File Listing.

PCGenesis contains the following types of description codes:

Certificate Type

As the Professional Standards Commission (PSC) no longer issues Provisional certifications, but
instead bases employee pay on Professional-Renewable and Non Renewable certifications,
PCGenesis no longer requires the description code’s final character to be 'B' (Provisional) or 'T'
(Teaching). The agency bases Professional-Renewable certificate salaries on the Professional
salary scale, and bases Nonrenewable certificate salaries on the Provisional salary scale.

Job
Certificate Field

Secondary Fund
Infield Status
Subject Matter

Certificate Level

Although the screenshot examples apply to Certificate Type codes, these instructions also apply to the
remaining description codes.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Topic 1: Adding a Description Code

1 From the Business Applications Master Menu, select 4] (F4 - Certified/Classified Personnel
Information System).

The following screen displays:

.. .
[F] PCGDist=8991 Rel=17.0400 02/02/2018 PCW 003 SV CADEVSYS C:§ECOND WHITE_lEIﬂu

Certified/Classified Personnel Information System CPIMENU

Haster Menu

Display/Update Individual Employee Information
Display/Update Third Party Contractors
Display/Update Personnel Data

CPI Salary Schedule
CPI Reporting Menu

Create CPl Report & Transmission File
CPl Assignment File Maintenance

Certificate File Maintenance Menu
CPI Description Code Menu

o
-
'
|

Bk B Bl bl bk

CPI Special Functions Menu

File Reorganization

Mastr | e | N I I 170400

e | L5 | MoriSp | BT | MEND

Step  Action
2 Select 15| (F15 - CPI Description Code Menu).
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:\DEYSYS C:\SECOND ==l x|
CPI System CPICP15X
FHKey CPI Description Codes
L1 | -- certificate Type Codes
LI -- Job Codes
_3 | -- Centificate Field Codes
4]-- Secondary Fund codes
_7 | -- Infield Status Codes
9]-- Subject Matter Codes
10 | -- Certificate Level Codes
Master | Voo | 13.02_080
3| 15 | Wiz | RAY. | YEND

Step  Action

3 Select the appropriate Function key:

F1 — Certificate Type Codes
F2 — Job Codes

F3 — Certificate Field Codes
F4 — Secondary Fund Codes
F7 — Infield Status Codes

F9 — Subject Matter Codes
F10 — Certificate Level Codes

EleklkiE
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

For Step 3 - F1 selections, the following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:\DEYSYS C:\SECOND _ = x|
CPI System CPICP15X
FHKey CPI Certificate Type Codes

-- Add  Cerificate Type Codes
-- Update Cerificate Type Codes

-- Display Cerificate Type Codes

-- Delete Certificate Type Codes

__1__
2]
3]
L4 | -- Print All Description Codes
5]
_6]

-- Upload Certificate Type Codes

Master | Voo | 13.02_080

e8| 5 [ Morip [ DAY, | VEND

Step  Action
4 Select -1 (F1 - Add Certificate Type Codes).
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:\DEYSYS C:\SECOND _ISILI
CPI DESCRIPTION CODE MAINTENANCE CPICH1SA
Add Certificate Type Codes
Code: _
Description:
ENTER to Verify F16 = EXIT
=g r1 | r2 |2 | Fa | F5 | ke | k7 | ke | Fo | P10 | P11 | F12 | F13 | F14 | 15 13.82.00
Fisﬁ F17EI;’ Fism Help
Step | Action
5 Enter the description code in the Code field.

Subject Matter codes may contain alphanumeric entries.

6 Enter the code’s description, up to thirty (30) characters, in the Description field.

For Job Codes: In the thirtieth (30'") position of the “Description” field, enter Y
(Certificate required) or N (Certificate not required) to define the certification
requirements.

! Select E (Enter) twice.
The CPI Description Code Menu redisplays.

8 For additional Description code entries: Repeat this procedure beginning at Step 5.

If there are no additional Description code entries: Select ﬂ (F16 - Exit) to return to
the CPI Certificate Type Codes Menu.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:\DEYSYS C:\SECOND _ = x|
CPI System CPICP15X
FHKey CPI Certificate Type Codes

-- Add  Cerificate Type Codes
-- Update Cerificate Type Codes

-- Display Cerificate Type Codes

-- Delete Certificate Type Codes

__1__
2]
3]
L4 | -- Print All Description Codes
5]
_6]

-- Upload Certificate Type Codes

Master | Voo | 13.02_080

e8| 5 [ Morip [ DAY, | VEND

Step  Action

9 Select ﬁl (F16 - Exit) to return to the CPI Description Field Codes Menu, or select
MI (Master) to return to the Business Applications Master Menu.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Topic 2: Updating a Description Code

i — B
[E] PcoDist=8991 Rel=17.0400 02/02/2018 PCWO0D3 SV CADEVSYS CASECOND WHITE —lglﬂu
Gertified/Classified Personnel Information System CPIMEHU

Haster HMenu

Display/Update Individual Employee Information
Display/Update Third Party Contractors
DisplayfUpdate Personnel Data

CPl Salary Schedule
CPI Reporting Menu

Create CPl Report & Transmission File
CPl Assignment File Maintenance

Certificate File Maintenance Menu
CPI Description Code Menu

CPI Special Functions Menu

File Reorganization

17 .84 .68

Step  Action
1 Select 15| (F15 - CPI Description Code Menu).
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:\DEYSYS C:\SECOND ==l x|
CPI System CPICP15X
FHKey CPI Description Codes
L1 | -- certificate Type Codes
LI -- Job Codes
_3 | -- Centificate Field Codes
4]-- Secondary Fund codes
_7 | -- Infield Status Codes
9]-- Subject Matter Codes
10 | -- Certificate Level Codes
Master | Voo | 13.02_080
3| 15 | Wiz | RAY. | YEND

Step  Action

2 Select the appropriate Function key:

F1 — Certificate Type Codes
F2 — Job Codes

F3 — Certificate Field Codes
F4 — Secondary Fund Codes
F7 — Infield Status Codes

F9 — Subject Matter Codes
F10 — Certificate Level Codes

EleklkiE
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

For Step 2 - F1 selections, the following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:\DEYSYS C:\SECOND _ = x|
CPI System CPICP15X
FHKey CPI Certificate Type Codes

-- Add  Cerificate Type Codes
-- Update Cerificate Type Codes

-- Display Cerificate Type Codes

-- Delete Certificate Type Codes

__1__
2]
3]
L4 | -- Print All Description Codes
5]
_6]

-- Upload Certificate Type Codes

Master | Voo | 13.02_080

e8| 5 [ Morip [ DAY, | VEND

Step  Action
3 Select —2_| (F2 - Update Certificate Type Codes).
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:\DEYSYS C:\SECOND _|E'|£|
CPI DESCRIPTION CODE MAINTEMANCE CPICH1SA
Update Certificate Type Codes
Code: _

Description:

ENTER to Continue F16 = EXIT
=g 1 | r2 | F2 | Fa | F5 | ke | k7 | ke | Fo | P10 | P11 | F12 | F13 | F14 | 1S 13.82.00
Fisﬁ F17EI;’ Fism Help

Step  Action

4 Enter the description code in the Code field and select El (Enter).
Subject Matter codes may contain alphanumeric entries.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C\DEYSYS C:%\SECOND _IE'ILI

CPI DESCRIPTION CODE MAINTENANCE CPICH15A
Update Certificate Type Codes

Code: a1
Description:  TEST

ENTER to Verify F16 = Re-Enter Code
=g 1 | r2 | F2 | Fa | F5 | k6 | k7 | ke | Fo | P10 | P11 | F12 | F13 | P14 | 15 13.82.00
Fisﬁ F17EI;’ Fism Help

Step  Action

Make the appropriate modifications in the Description field, and select _‘(l (Enter) twice.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:\DEYSYS C:\SECOND _|E'|£|
CPI DESCRIPTION CODE MAINTEMANCE CPICH1SA
Update Certificate Type Codes
Code:
Description:
ENTER to Continue F16 = EXIT
=g 1 | r2 | F2 | Fa | F5 | ke | k7 | ke | Fo | P10 | P11 | F12 | F13 | F14 | 1S 13.82.00
Fisﬁ F17EI;’ Fism Help

Step  Action

Select ﬁl (F16 - Exit) to return to the CPI System — CPI Certificate Type Codes Menu.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:\DEYSYS C:\SECOND _ = x|
CPI System CPICP15X
FHKey CPI Certificate Type Codes

-- Add  Cerificate Type Codes
-- Update Cerificate Type Codes

-- Display Cerificate Type Codes

-- Delete Certificate Type Codes

__1__
2]
3]
L4 | -- Print All Description Codes
5]
_6]

-- Upload Certificate Type Codes

Master | Voo | 13.02_080

e8| 5 [ Morip [ DAY, | VEND

Step  Action

7 Select ﬁl (F16 - Exit) to return to the CPI Description Field Codes Menu, or selectﬂl
(Master) to return to the Business Applications Master Menu.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Topic 3: Displaying a Description Code
‘[ PCG Dist=8991 Rel=17.0400 02/02/2018 PCW0D3 SV CADEVSYS CASECOND wr—mz—lglﬂM1

Certified/Classified Personnel Information System CPIMENU

Haster HMenu

Display/Update Individual Employee Information
Display/Update Third Party Contractors
DisplayfUpdate Personnel Data

CPl Salary Schedule
CPI Reporting Menu

Create CPl Report & Transmission File
CPl Assignment File Maintenance

Certificate File Maintenance Menu
CPI Description Code Menu

CPI Special Functions Menu

FKey
|
2
3|
5|
7
8-
TN
3
15|
3
20|

File Reorganization

17 .84 .88

Step  Action
1 Select 15| (F15 - CPI Description Code Menu).
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCYW 003 S¥ C:\DEYSYS C:\SECOND ;Iilil
CPI System CPICP15X
FHey CPI Description Codes
L1 | -- certificate Type Codes
LI -- Job Codes
_3 | -- Certificate Field Codes
4]-- Secondary Fund codes
_7 | -- Infield Status Codes
9]-- Subject Matter Codes
LI - - Certificate Level Codes
Master Userlidl 13.02_080
3| 15 | Wiz | RAY. | YEND

Step  Action

2 Select the appropriate Function key:

F1 — Certificate Type Codes
F2 — Job Codes

F3 — Certificate Field Codes
F4 — Secondary Fund Codes
F7 — Infield Status Codes

F9 — Subject Matter Codes
F10 — Certificate Level Codes

EleklkiE
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

For Step 2 - F1 selections, the following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCYW 003 S¥ C:\DEYSYS C:\SECOND _|5|£|
CPI System CPICP15X
FHey CPI Certificate Type Codes

-- Add  Cerificate Type Codes

-- Update Cerificate Type Codes

-- Print All Description Codes
-- Delete Certificate Type Codes

II
2]
L3 | -- Display Certificate Type Codes
4]
5]
_6 |

-- Upload Cenificate Type Codes

Master | Vo1 | 13.02_080

e8| 5 [ Morip [ DAY, | VEND

Step  Action
3 Select —3 | (F3 - Display Certificate Type Codes).
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 SY C:\DEYSYS C:\SECOND - = x|
CPI DESCRIPTION CODE MENU CPICH1GC
Display Certificate Type Code
Code Description
ENTER = Display F16 = EXIT F12 = Search By Description
12.082.808
Step | Action
4 Enter the code in the Code field, and select Enter.

To Search by Description: If the Description Code is unknown, press F12 (Search by
Description). The entries will display in order by the description field. On the Display
Codes screen, select F11 (Next) until the correct record displays.

To Search by Code: When displaying entries in order by the description field, select F12
(Search by Code) to search by Description Code. The entries will display in order by the
Description Code field. Select F11 (Next) until the correct record displays.

Subject Matter codes may contain alphanumeric entries.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCYW 003 S¥ C:\DEYSYS C:\SECOND _|5|£|
CPI DESCRIPTION CODE MENU CPICH15C
Display Certificate Type Code

Description

[x)
=l
==} (=1
-]

PROVISIODNAL

Teacher

Librarian Level S

Adjunct License

LEADERSHIP

PERHIT

SERVICE

TEACHING

TECHNIGAL SPECIALIST
Administration & Supervision

[ =N I e B = Bl Sy - )

=

F11 = HEXT F16 = EXIT F12 = Search By Description
12.082.808

Step  Action
5 Select F16 (Exit) to return to the CPI System - Certificate Type Codes Menu.
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCYW 003 S¥ C:\DEYSYS C:\SECOND _|5|£|
CPI System CPICP15X
FHey CPI Certificate Type Codes

-- Add  Cerificate Type Codes

-- Update Cerificate Type Codes

-- Print All Description Codes
-- Delete Certificate Type Codes

II
2]
L3 | -- Display Certificate Type Codes
4]
5]
_6 |

-- Upload Cenificate Type Codes

Master | Vo1 | 13.02_080

e8| 5 [ Morip [ DAY, | VEND

Step  Action

6 Select ﬁl (F16 - Exit) to return to the CPI Description Field Codes Menu, or select Ml
(Master) to return to the Business Applications Master Menu.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Topic 4: Printing Description Codes
'[A] PCG Dist=8991 Rel=17.0400 02/02/2018 PCW 003 SV CADEVSYS C:EW WHITE —lglﬂlg1

Gertified/Classified Personnel Information System CPIMEHU

Haster HMenu

Display/Update Individual Employee Information
Display/Update Third Party Contractors
DisplayfUpdate Personnel Data

CPl Salary Schedule
CPI Reporting Menu

Create CPl Report & Transmission File
CPl Assignment File Maintenance

Certificate File Maintenance Menu
CPI Description Code Menu

CPI Special Functions Menu

FKey
1
2
3|
5|
7
8-
T
3
15 |
3
20|

File Reorganization

17 .84 .68

Step  Action
1 Select 15| (F15 - CPI Description Code Menu).
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:\DEYSYS C:\SECOND ==l x|
CPI System CPICP15X
FHKey CPI Description Codes
L1 | -- certificate Type Codes
LI -- Job Codes
_3 | -- Centificate Field Codes
4]-- Secondary Fund codes
_7 | -- Infield Status Codes
9]-- Subject Matter Codes
10 | -- Certificate Level Codes
Master | Voo | 13.02_080
3| 15 | Wiz | RAY. | YEND

Step  Action

2 Select the appropriate Function key:

F1 — Certificate Type Codes
F2 — Job Codes

F3 — Certificate Field Codes
F4 — Secondary Fund Codes
F7 — Infield Status Codes

F9 — Subject Matter Codes
F10 — Certificate Level Codes

EleklkiE
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For Step 2 - F1 selections, the following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 SY¥ C:\DEYSYS C:\SECOND =l
CPI System CPICP15X
FHKey CPI Certificate Type Codes
1 |-- Add Certificate Type Codes

2 | -- Update Certificate Type Codes

3 | -- Display Centificate Type Codes

L4 | -- Print All Description Codes

L[5 | -- Delete Certificate Type Codes

L6 | -- Upload Certificate Type Codes
Master | Yoo | 13.82.60
e8| 5 [ Morip [ DAY, | VEND

Step  Action

3 Select 4| (F4 - Print All Description Codes).
The CPI System — CPI Certificate Type Codes Menu redisplays.

To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).

To print the report via Microsoft® Word: Select @l (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to create
the macro necessary to use the feature where appropriate

5 Select ﬁl (F16 - Exit) to return to the CPI System - CPI Description Field Codes Menu, or
select Ml (Master) to return to the Business Applications Master Menu.
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

4.1. CPI Description File - (Certificate Type Codes) Report - Example

REPORT DRIE 0&/15/2013 CPI DESCRIPIION FILE - CERIIFICATE TYPE CODES DLGE 1
CODE-ID COLE DESCRIPTION
01 E DROVISTOMAL
o1 ) Teacher
o1 (=3 Librarian Lewvel &
o1 J Adjunct License
01 L LEADERSHIP
01 P PERMIT
01 3 SERVICE
01 T TEACHTING
o1 v TECHNICLL SPECIALIST
o1 LS Administration & Supervision
o1 AT Advenced Degree Rlternative Ce
01 BL PROVISIONAL L
01 BES PROVISIONAL S
01 BT PROVISIOMAL T
o1 BW Provisional
o1 CL CONDITIONMAL LEADERSHIP
o1 CE CONDITIONAL SERVICE
01 CT CONDITIONAL TEACHER
01 DA Life
01 Do Life
01 DL LIFE L
01 oe Life - Permit
o1 Ds LIEE S
01 DT LIFE T
EMERGENCY &£

EMERGENCY T
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PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Topic 5: Deleting a Description Code

Step  Action

1 Refer to the Certified/Classified Personnel Information (CPI) System Operations Guide,
Section A: Displaying/Updating Individual Employee Information for the instructions to
remove the Description Code from the employees’ CPI record.

i P— ™y
[l PCGDist=8991 Rel=17.0400 02/02/2018 PCW 003 SV CADEVSYS CASECOND WHITE —lglﬂu
Certified/Classified Personnel Information System CPIMEHU

Haster Menu

Display/Update Individual Employee Information
DisplayfUpdate Third Party Contractors
Display/Update Personnel Data

CPI Salary Schedule
CPI Reporting Menu

Create CPl Report & Transmission File
CPl Assignment File Maintenance

Certificate File Maintenance Menu
CPI Description Code Menu

CPI Special Functions Menu

File Reorganization

17 .84 .88

Step  Action
2 Select 15 (F15 - CPI Description Code Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCYW 003 S¥ C:\DEYSYS C:\SECOND ;Iilil
CPI System CPICP15X
FHey CPI Description Codes
L1 | -- certificate Type Codes
LI -- Job Codes
_3 | -- Certificate Field Codes
4]-- Secondary Fund codes
_7 | -- Infield Status Codes
9]-- Subject Matter Codes
LI - - Certificate Level Codes
Master Userlidl 13.02_080
3| 15 | Wiz | RAY. | YEND

Step  Action

3 Select the appropriate Function key:

F1 — Certificate Type Codes
F2 — Job Codes

F3 — Certificate Field Codes
F4 — Secondary Fund Codes
F7 — Infield Status Codes

F9 — Subject Matter Codes
F10 — Certificate Level Codes

EleklkiE
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For Step 3 - F1 selections, the following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCYW 003 S¥ C:\DEYSYS C:\SECOND _|5|£|
CPI System CPICP15X
FHey CPI Certificate Type Codes

-- Add  Cerificate Type Codes

-- Update Cerificate Type Codes

-- Print All Description Codes
-- Delete Certificate Type Codes

II
2]
L3 | -- Display Certificate Type Codes
4]
5]
_6 |

-- Upload Cenificate Type Codes

Master | Vo1 | 13.02_080

e8| 5 [ Morip [ DAY, | VEND

Step  Action
4 Select -5 | (F5 - Delete Certificate Type Codes).
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCYW 003 S¥ C:\DEYSYS C:\SECOND _|5|£|
CPI DESCRIPTION CODE MENU CPICH15B
Delete Certificate Type Codes

Code:
Description:
EHNTER = Display Description PF16 = EXIT 12.82.88

" Action

5 Enter the description code in the Code field, and select Enter.
Subject Matter codes may contain alphanumeric entries.
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:ADE¥SYS C:\SECOND - = x|
GPI DESCRIPTION CODE HMEHU CPICHM15B
Delete Certificate Type Codes

Code: ae
Description: TEST

F1 = To Delete Code & Description

ENTER = Bypass Deletion PF16 = EXIT 12.082.68

" Action

6 Verify the information is correct, and select F1 (To Delete Code & Description).
If the information is incorrect, select Enter to exit the procedure.
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The following screen displays:

B pCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:\DEYSYS C:\SECOND _ = x|
CPI DESCRIPTION CODE HMEHNU CPICH15B
Delete Certificate Type Codes

Code: ae1
Description: TEST

Press F28 to Confirm Deletion F16 to Continue

12.982.08

Step  Action
7 Select F28 (to Confirm Deletion).
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCYW 003 S¥ C:\DEYSYS C:\SECOND _|5|£|
CPI DESCRIPTION CODE MENU CPICH15B
Delete Certificate Type Codes

Code:
Description:
EHNTER = Display Description PF16 = EXIT 12.82.88

" Action

8 For additional Description code entries: Repeat this procedure beginning at Step 5.

If there are no additional Description code entries: Select F16 (Exit) to the CPI System -
CPI Certificate Type Codes Menu.
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCYW 003 S¥ C:\DEYSYS C:\SECOND _|5|£|
CPI System CPICP15X
FHey CPI Certificate Type Codes

-- Add  Cerificate Type Codes

-- Update Cerificate Type Codes

-- Print All Description Codes
-- Delete Certificate Type Codes

II
2]
L3 | -- Display Certificate Type Codes
4]
5]
_6 |

-- Upload Cenificate Type Codes

Master | Vo1 | 13.02_080

e8| 5 [ Morip [ DAY, | VEND

Step  Action

9 Select ﬁl (F16 - Exit) to return to the CPI System - CPI Description Field Codes Menu, or
select Ml (Master) to return to the Business Applications Master Menu.

Georgia Department of Education
September 25, 2020 o 3:36 PM e Page 31 of 44
All Rights Reserved.



PCGenesis Certified/Classified Personnel Information (CPI) System Operations Guide

Topic 6: Uploading Description Codes

Procedure A: View/Download Code Tables from the GaDOE
Data Collections Website

1 From the GaDOE website, go to Data Collections Documentation link as shown below:

https://www.gadoe.org/Pages/Home.aspx

The following screen is displayed:

-h = Technology Services = Technology Services=» Data Collections

General Information FY2021 Data Collections and Reporting

Data Gollections Overview

GaDOE Guidelines for ExtraciingNames ~ Data Gollection Documentation Contact Information

Records Retention Certitied/Classified Personnel Infarmation (CP1) Nicholas L. Handville
Data Collection Survey Director of Data Collections, Analysis,
e End of Pathway Assessment (EQPA) and Reparting Technology Services
. o Phone: (678) 551-4617
Free/Reduced Price Meal Eligibility

nhandville @doe. k12.ga.us

Full-Time Equivalent (FTE) https:fiwww.gadoe. org
GUIDE (Georgia Unigue |dentifier for Education)
Pre-1D Labels Technology Management Customer

Support Center (Helpdesk)
Georgia Department of Education
Phone: (800) 865-1011

Private School
Student Class
Student Record
‘New Coordinator' Documentation

Presentations, Webinars, and Miscellaneous Documentation
F¥2021 Summary of Transmission Dates

Data Collection Team Contacts

Step  Action

2 Follow the link to Certified/Classified Personnel Information (CPI).

3 On the page that is displayed, verify the page heading as FYccyy CPI Resources (where
‘ccyy’ represents the current fiscal year).

Select the link to View/Download Code Tables.
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The following screen is displayed:

W

Sk ‘GADOE-DﬁiceofTechnol... x
File Edit View Favorites Tools Help

Georgia Department of Education

Richard Woods
State Superintendent of Schools

CPI Code Menu
Data Collection System
Office of Technology Services

& Job Codes & Subject Matter Codes
[Eq Certificate Type Codes I Certificate Field Codes
& Secondary Fund Codes @ Termination Codes

Step Action

4 Select the appropriate code table:

Job Codes

Certificate Type Codes
Secondary Fund Codes
Subject Matter Codes
Certificate Field Codes

NOTE: The Termination Code table does not support an upload feature in PCGenesis.

5 From the code table display screen, select the Download Codes function.
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The following screen is displayed:

File Download x|

Do you want to save this file. or find a program online to open
it?

@ Mame: cpi_pack_codes03.certcode

Type: Unknown File Type, 4.87KE
From: app3.doe.kl2.ga.us

Find Save

harm pour computer. If you do not trust the source, do not find a

@ YWhile files from the [ntermet can be uzeful, zome files can potentially
pragram to apen thiz file or zave thiz file. What's the risk ?

6 Select the &l (Save) function.

The following screen is displayed:

E_‘ Save Az i

s 3} | » Computer » Windows7 05 (C:) » PCG « [ é2 [ Search pCG P
Organize * Mew folder == w @ 1
I M etc i~ Mame Date modified Type I
) EXPORT
| EXPORT1 E Mo iterns match your search,
Iy GENWREK
1. GROSSDAT
b8 Intel
1. JOURMAL ENTRIES
KX
1. mfg
1 Mew_Hires_CW)J
o PCG
! T v T m b
N
File name: cpi_pack_codes)3.certcode \ -

/ )

Save as type: | CERTCODE File (*.certcode)

“ Hide Folders save |l Cancel ]
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7 Within the Save in: field, select C:\PCG as the location to which the file will be saved.

8 Change the File name to the following:

For Job Codes: | Change cpi_pack_codes01.jobcodes to cpi_pack _codesOljobcodes.csv

For Subject Change cpi_pack_codes02.subcodes to cpi_pack codes02subcodes.csv
Matter Codes:

For Certificate | Change cpi_pack_codes03.certcode to cpi_pack_codesO03certcode.csv
Type Codes:

For Certificate | Change cpi_pack_codes04.fieldcode to cpi_pack codes0O4fieldcode.csv
Field Codes:

For Secondary | Change cpi_pack_codes05.fundcode to cpi_pack codesO05fundcode.csv
Fund Codes:

The following screen is displayed:

AR Saye As x I

'_(_-"‘ 3) v Computer » Windows7_05 (C:) » PCG = | | Search PCG 0

Organize » Mew folder

| EXPORT fate Rmmdibed

. EXPORT1
, GEMWRK Mo iterns match your search.

, GROSSDAT

J Intel

, JOURMNAL EMTRIES
) KIX

. mfg

, Mew_Hires_CW)

. PCG

. PCGlcon

. PCGMewEmplovee |1

FLEL Ml cpi_pack codes)3certcode.csy

Save as type: [CERTCDDF_ File (*.certcode)

“ Hide Folders
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_=

Organize MNew folder A= @

etc MName Date modified Type =
, EXPORT

, EXPORT1

, GENWRK

. GROSSDAT

| Intel

, JOURMNAL EMTRIES
KIX

| SHDAUPDT_67912_20151208.bct 2/1/201610:01 AM  Text Do
|| SHDAUPDT 67912_20151208.t¢t bak 2/1/20169:55 AM  BAK File
(Eh) DEDUCTEXP.CSV 1/25/201610:27 AM  Microso| -
5] REVCHARTLOAD.CSV 9/3/2015208 PM  Microso
EL) BUDCHARTLOADDi.csv 9/3/20158:39 AM  Microso
(Eh) REVCHARTLOADDi.csv 9/2/2015301 PM  Microso
5] BUDCHARTLOAD.CSV 8/28/201511:27 AM  Microso
g B 2016SalarySchedule.csv 6/18/20153:23PM  Microsa

, Mew_Hires_CW) .
@ Legacyleavelmport.csv 4/6/2015 8:26 AM Microso
PLG T :

| PCGIg Al ]
—
File name: cpi_pack_codesD3certcode.csv \
Save as type: | All Files (*.%) /

v a s AT fANAT N e AR

L
i
J
i
i
J
i
L
¥
i
L
L

'~ Hide Folders

Step  Action

10 Select the &l (Save) function.
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The following screen displays:

Download complete = 0] x|

i
k.

— Download Complete

cpi_pack_codes03,certcode from app3.doe.klz.ga.us

Downloaded; 4 BYkBInlsec
@ ko CHPCEICpi jack_ccudesEIScert@
Transfer rake; FavhD] SET

[T Cloze thiz dialog bow when download completes

Dpen | ElpenE-:ulderl Cloze I

11 Note the location and name of the downloaded file.

This File/Pathname of the download file will also be entered in Procedure B: Upload
Description Codes to PCGenesis, Step 5.

12 NOTE: Do NOT edit the download file using Microsoft Excel. Editing the download file
using Microsoft Excel may cause some data fields to become corrupted. The download file
may be reviewed by using the Notepad utility.
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Procedure B: Upload Description Codes to PCGenesis

1 From the Business Applications Master Menu, select 4] (F4 - Certified/Classified Personnel
Information System).

The following screen displays:
I. PCG Dist=8991 Rel=17.04.00 02/02/2018 PCW 003 SV CADEVSYS CASECOND wmﬁ-lglﬂu1

Certified/Classified Personnel Information System CPIMENU

Haster Menu

Display/Update Individual Employee Information
Display/Update Third Party Contractors
Display/Update Personnel Data

CPI Salary Schedule
CPI Reporting Menu

Create CPl Report & Transmission File
CPl Assignment File Maintenance

Certificate File Maintenance Menu
CPI Description Code Menu

o
-
'
|

Bk B Bl bl bk

CPI Special Functions Menu

File Reorganization

Mastr | e | N I I 170400

e | L5 | MoriSp | BT | MEND

Step  Action
2 Select 15| (F15 - CPI Description Code Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:\DEYSYS C:'SECOND = |E |£|
CPI System CPICP15X

CPI Description Codes

- Certificate Type Codes

- Job Codes

- Certificate Field Codes

- Secondary Fund codes

- Infield Status Codes

- Subject Matter Codes

-
'

EEEEEEES

- Certificate Level Codes

13.682.80

Mastar | U6ty |

e8| 5 [ Morip [ DAY, | VEND

Step | Action

3 Select the appropriate Function key:

1 1 F1- Certificate Type Codes
~2 1 F2-Job Codes

~3 | F3—Certificate Field Codes
2 | F4 - Secondary Fund Codes
91 F9- Subject Matter Codes

NOTE: The functions _Z_| (F7 — Infield Status Codes) and -12_I(F10 — Certificate Level
Codes) do not support an upload feature.
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For Step 3 - F1 selections, the following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCYW 003 S¥ C:\DEYSYS C:\SECOND _|5|£|
CPI System CPICP15X
FHey CPI Certificate Type Codes

-- Add  Cerificate Type Codes

-- Update Cerificate Type Codes

-- Print All Description Codes
-- Delete Certificate Type Codes

II
2]
L3 | -- Display Certificate Type Codes
4]
5]
_6 |

-- Upload Cenificate Type Codes

Master | Vo1 | 13.02_080

e8| 5 [ Morip [ DAY, | VEND

Step  Action
4 Select __ & | (F6 - Upload Certificate Type Codes).
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The following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCYW 003 S¥ C:\DEYSYS C:\SECOND _|5|£|
CPI DESCRIPTION CODE MAINTENANCE CPICH15A
Upload Certificate Type Codes

Enter the upload file path and name (e.g. C:\PCGA\CPICODES.CSU)

C=\PCGANCPICODES .CSU

F18=Browse for file

ENTER=Validate, F16=Exit
2| F1 | r2 | F3 | Fa | r5 | e | F7 | Fe | Fa | P10 | F11 | Fi2 | 13| Fia | F1s 13.02.00

Fisﬁ F17EI;’ Fism Help

Step  Action |

S Select F10 (F10 - Browse for file), and navigate to the .csv file saved in Procedure A:
View/Download Code Tables from the GaDOE Data Collections Website.

For ‘F10° (F10 — Browse for file) selections, PCGenesis defaults the Browse window to the
.csv file type where appropriate. PCGenesis users may select either the CSV (Comma
delimited) (*.csv) or the All Files (*.*) options from the drop-down file listing for Files of
type selection. PCGenesis displays a warning message dialog box when an import filename
does not contain the .csv file extension.

6 Select ¥ (Enter) twice.
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For import file errors, the following is an example of an import file error screen:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 SY¥ C:\DEYSYS C:\SECOND _|E|£|

CPI Description Code Haintenance CPICHMASA
Upload Certificate Type Codes

UPLOAD CERTIFICATE TYPE CODES

INPUT DATA DOES HOT MATCH REQUESTED

PRESS ENTER KEY TO CONTINUE PROGRAM 13.682.80

For successful file imports, the following screen displays:

B PCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 SY C:\DEYSYS C:\SECOND - = x|
CPI DESCRIPTIOH CODE HMAINTENAHCE CPICHM15A
Upload Certificate Type Codes

No Errors in Import File

Please Review Print file

Press ENTER to load Import File

Press F16 to STOP Process

M| F1 | k2 | F3 | F4 | Fs | F6 | F7 | F8 | Fa | Fio | F11 | F12 | F13 | F14 | FIS 13.82.08
Flsh F|7ED Fteﬂ HE'D
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Ste Action

; ) ENTEV ) )
For successful file imports: Select _I (Enter) to continue. Review the CPI Code
Import Report after a successful file import.

For import file errors: Select Enter to cancel the import process, make the appropriate
corrections to the .csv file, and repeat this procedure beginning at Step 3. Make sure the
correct .csv file was selected in Step 5.

The following screen displays:

B pCGDist=8991 Rel=13.02.00 06/19/2013 PCW 003 S¥ C:\DE¥SYS C:\SECOND ===
CPI System CPICP15X
FKey CPI Certificate Type Codes
L1 ]-- Add Cerificate Type Codes
L2 | -- Update Certificate Type Codes
3 | -- Display Certificate Type Codes
_ 4 | -- Print Al Description Codes
.5 | -- Delete Certificate Type Codes
L6 | -- Upload Certificate Type Codes
Mastar | o 13.02.00
et | [ | eriSy | BANE | MEND

Step  Action

8 To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).

To print the report via Microsoft® Word: Select @l (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.

9 Select ﬁl (F16 - Exit) to return to the CPI Description Field Codes Menu, or select
MI (Master) to return to the Business Applications Master Menu.
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Note: The warning message ‘Description code already on file — bypass update” will be printed if the
description code value is already present in PCGenesis. Any code value which displays this warning
message will NOT be updated. This message represents a warning only, and will not prevent the rest of
the code values in the .csv import file from being uploaded into PCGenesis.

EEPORT ID: CPIQMLSR
DATE: 0&/27/2013

Code Description

Drovisional

Tescher

Librsrisn Lewvel 5

Adjunct License

Lesdership

Permit

Service

Tezching

Technicsl Specislist
Administration & Supervision
Idvanced Degree Llternative Ce
EL Provisicnal

ES Provisicnal

ET Drovisional

EV Drovisional

CL Conditional

Ccs Conditional

CcT Conditicnal

EE;‘JHm'ﬂL—'qqu

D& Life
i) Life
2 Life
oe Life - Permit
DS Life
OT Life

ES Emergency
ET Emergency
Gh Librarian Lewvel 2
=B Librarian Level S

CPI CODE IMPORT REDORT

UPLORD CERTIFICATE TYPE COLES

Error Message

Description
Description
Description
Description

Description

Description
Description
Description
Description

code
code
code
code

code
code
code
code

slresdy
slresdy
slresdy
slresdy

zlresdy

glresdy
slresdy
slresdy
slresdy

§EESB

§EESB

file
file
file
file

file

file
file
file
file

- bypass update
- bypass update
- bypass update
- bypass update

- bypass update

- bypass update
- bypass update
- bypass update
- bypass update
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